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Closing a PO

Identify a Purchase Order (PO) that needs to be liquidated.
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Navigation to Close a PO

Navigate to Buyers Workbench:
Financials>Purchasing> 
Purchase Orders>Buyers 
Workbench

Either use an existing Workbench ID or create a new one.

OR
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Close a PO and Search

Enter PO ID in the search fields, no other criteria is required.

Click Search at the bottom of the page.
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Close the PO

Checkmark the box next to the PO ID and select Close.
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Close a PO: Processing Results

Processing results page: Qualified or Un-Qualified
Users with “Override PO For Close” can move from Unqualified to Qualified.
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Close a PO: Workbench

User is returned to workbench. Select Budget Check.
At Processing Results page, select Yes.
Select Yes again on the pop-up message.
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Close a PO: Accounting Entries View

View of PO Accounting Entries at $0.00
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Navigation to Close a Requisition

Navigate to Requesters Workbench:
Financials>Purchasing>Requisitions>
Requesters Workbench

OR

Search for an existing Workbench ID or create a new one.
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Close a Requisition and Search

Enter the Requisition ID, no other criteria is required. 

Click Search at the bottom of the page.
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Closing the Req

Checkmark the box next to the Requisition ID and select Close.
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Close a Req: Qualification

The requisition will be either qualified or not qualified. Users with override non-qualified 
for close user preference can move the requisition to qualified. 
Select Yes to proceed to close the requisition.
Select Yes again on the pop-up message.
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Close a Req: Workbench

User are returned to the Workbench. 
Select Budget Check.
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Close a Req: Processing Results

Select Yes to proceed with the budget check.

Select Yes again on the pop-up message.

Process will run from this page.
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Close a Req: Complete

Requisition is now complete (closed) and valid.



Presented by CAPPS Production Support

Thank You!

For questions or suggestions on future User Group topics, contact CAPPS.CGC.ba@cpa.texas.gov

mailto:CAPPS.CGC.ba@cpa.texas.gov
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